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ANNF ARUNDFI COUNTY PUBLIC LIBRARY FINANCE 

A G E N C Y D I V I S I O N 

Item 

N o . 
Description 

1 . ACCOUNTING RECORDS 

A. PAYROLL 
1. Employee Leave Records Reta in f o r three (3) years 

and u n t i l a l l aud i t r e 
quirements have been f u l 

f i l l e d , then des t roy . 

2. Pay ro l l Ledgers Reta in permanently. 

3. Cance l led Paychecks & Payro l l Bank' Statements 

kJ Pay ro l l Journa ls 
5. Time SWeets & Time Cards 
6. Insurance P lan Records 

Reta in ' for three (3) years ' 
and u n t i l a l l aud i t r e 
quirements have been f u l 
f i l l e d , then des t r oy . 

11 

11 

Reta in permanent ly. 

I> 
B. ACCOUNTS PAYABLE i 

1. Cance l led Accounts Payable .; 
Checks & Bank Statements 

2. Pa id Invoices & Purchase Orders-General Fund 
3. Paid Invoices & Purchase Orders-Cap i ta l P ro jec t s 
k. Disbursement Journa ls 
5. Disbursement Ledgers 

Reta in f o r three (3) years 
and u n t i l a l l aud i t r e 
quirements have been f u l 
f i l l e d , then des t roy . 

ii 

11 

Reta in permanent ly. 

C. ACCOUNTS RECEIVABLE 
1. BankkDeposit S l i p s Reta in f o r three (3) years 

and u n t i l a l l aud i t r e 
quirements have been f u l 
f i l l e d , then des t roy . 

2. Cash Receipt Records #0^02-1 & 73F 110A 11 

Schedule approved by Deportment, Agency or Division Representative 

Signature Title Dare 

Schedule Authorized by Hall of Records Commission 

Daf» Archivlmt 

Disposol Authorized by Board of Public Works 

Dart Secretory 
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N o . 
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D. MISCELLANEOUS 
1. T rans fe r of Funds 0^02-11 

2. ADMINISTRATORS FILES 

3, GENERAL OFFICE 4 CORRESPONDENCE FILES 

These f l i e s contatn general Information such as 
cop ies o f l e t t e r s and memoranda, personnel In format ion, 
f inance dup l i c a t e forms and other Information of a 
housekeeping nature which has a temporary re ference 
va lue . 

Re ta in f o r three (3) years} 
and u n t i l a l l aud i t r e 
quirements have been f u l 1 

f i l l e d , then de s t r oy . 

Re ta in permanently. 

Re ta in f o r th ree (3) year^ 
then des t roy . 

Schedule approved by Department, Agency or Division Representative 

Slgnotur* Title Dale 

Sch»dute Authorized by Hall of Rocords Commission 

Dot* Archivist 

Disposol Authorized by Board of Public Works 

Dors Secretary 


